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Position Description 

     

Read each heading carefully before proceeding.  Make statements simple, brief, and complete.  Be certain the form is signed. 

Send the original to the Division of Personnel Services. 

CHECK ONE:               NEW POSITION                    EXISTING POSITION 

Agency 

Number 

Part 1 - Items 1 through 12 to be completed by department head or personnel office.  

1. Agency Name 

Kansas Department of Agriculture 

9. Position No. 

K0060475 

10. Budget Program Number  

 

2. Employee Name (leave blank if position vacant) 

 

11. Present Class Title (if existing position) 

Ag Inspector II 

 

3. Division 

Inspections 

12. Proposed Class Title  

4. Section 

Dairy 

For  13. Allocation 

 

 

5. Unit 

 

Use 

 

14. Effective Date Position 

Number 

6. Location (address where employee works) 

 

    City Holton        County Jackson 

By 

 

15. By  Approved  

7. (circle appropriate time) 

     Full time                 Perm.                Inter. 

     Part time                 Temp.               % 

Personnel 

 

16. Audit 

      Date: 

      Date: 

 

By: 

By: 

 

8. Regular hours of work: (circle appropriate time) 

 

   FROM:                 AM/PM To:             AM/PM 

Office 

 

17. Audit 

      Date: 

      Date: 

 

By: 

By: 

 

PART II - To be completed by department head, personnel office or supervisor of the position. 

         

18. If this is a request to relocate a position, briefly describe the reorganization, reassignment of work, new function added by law or 

      other factors which changed the duties and responsibilities of the position. 

 

 

 

 

 

19. Who is the supervisor of this position? (Who assigns work, gives directions, answers questions and is directly in charge.) 

       Name                                                               Title                                                                              Position Number      

       PSE II / Dairy Program Manager                            K0103209 

 

      Who evaluates the work of an incumbent in this position? 

     Same 

20. a) How much latitude is allowed employee in completing the work? b) What kinds of instructions, methods and guidelines are 

          given to the employee in this position to help do the work?  c) State how and in what detail assignments are made. 

 

Employee is afforded considerable latitude in completing the work. 

 

Employee is given an area in which to perform the assigned workload.  Numbers and frequency of inspections and sampling will be 

completed according to regulations. 

 

The employee is expected to schedule and prioritize work effectively with minimal supervision in order to accomplish the assigned tasks. 

 

 

 

                                                   
  



21. Describe the work of this position using the page or one additional page only.  (Use the following format for describing job duties:) 

        

       What is the action being done (use an action verb); to whom or what is the action directed (object of action) ; why is the action      

        being done (be brief); how is the action being done (be brief).  For each task state: Who reviews it? How often? What is it  

        reviewed for? 

 

Number Each 

Task and 

Indicate  

Percent of  

Time 

 

 

1)   60% 

 

 

 

 

 

2)  15% 

 

 

 

 

 

 

 

 

3)  13% 

 

 

 

4)  2% 

 

 

 

 

5)  5% 

 

 

 

 

6)  4% 

 

 

7) 1% 

 

 

 

Inspection of dairy farm facilities:    Inspects Grade A and manufacturing grade milk producer facilities for 

cleanliness and sanitation, proper cleaning, sanitizing, repair and construction of the milking equipment; 

checks for proper insect and rodent control; inspects water supply and waste control systems for proper 

construction and operation; reviews animal drug usage on the farm including drug labeling, extra-labeling and 

storage of drug and drug administration equipment; reviews and approves plans of new or remodeled facilities 

and/or equipment. 

Collection of dairy samples:    Collects and/or makes certain that samples of producer raw milk samples, 

processing plant product samples, and water samples are taken accurately and on schedule; submits or makes 

certain that these samples are submitted to approved labs for analysis to determine compliance with 

microbiological, drug residue and other standards; collects water samples as required from individual dairies 

and submits to approved lab to determine compliance with bacteriological standards; collects pasteurized and 

finished milk and milk product samples from milk processing plants and submits to approved lab to determine 

compliance with microbiological, drug residue and other standards; samples and inspects milk and milk 

products at distribution points and retail outlets and submits to approved lab to determine compliance with 

standards. 

Milk hauler/ sampler evaluations and milk tanker inspections:    Supplies training in the form of printed 

materials, video and written examination to prospective milk haulers and milk samplers.  Evaluates licensed 

milk haulers to determine if proper sampling and measuring procedures are being followed; inspects bulk milk 

tankers to determine cleanliness and repair of the milk hauling tanks and milk transfer equipment. 

Milk processing plant, transfer, receiving and wash station inspection:    Inspects milk processing and 

manufacturing plants, receiving or transfer stations and tanker wash stations to determine compliance with 

cleaning and sanitation requirements, equipment installations, construction and repair of equipment and 

operating procedures; assists other personnel as needed in conducting pasteurizer equipment tests to 

determine proper operation. 

Record keeping:    Maintains and/or sees that adequate records are kept on each dairy farm and milk hauler; 

makes certain that violations are noted and appropriate regulatory actions are taken; consults with operators of 

regulated facilities, dairymen, dairy industry field personnel and milk haulers to determine that sanitation, 

milk quality and facility compliance standards are maintained.  Reviews records of dairy farms in RECS 

database to determine that inspections and sampling are completed in required time frames. 

Other duties as assigned:     Investigates consumer milk complaints; attends required meetings and training 

courses; provides feedback to dairy program manager concerning the regulated dairy industry, individual 

work assignments and other duties as assigned. 

Food safety inspection and sampling:    Inspects fluid food processing facilities for overall cleaning and 

sanitation compliance with FDA Code of Federal Regulation good manufacturing practices.  These facilities 

include bottled water plants, soda bottling plants, ice plants, wineries, breweries and cider mills.  When 

necessary, samples are collected and submitted to the KDA lab to determine compliance with standards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



22. a. If work involves leadership, supervisory, or management responsibilities, check the statement which best describes the position. 

          (   ) Lead worker assigns, trains, schedules, oversees, or reviews work of others. 

          (   ) Plans, staffs, evaluates, and directs work of employees of a work unit. 

          (   ) Delegates authority to carry out work of a unit to subordinate supervisors or managers. 

 

     b.  List the names, class titles, and position numbers of all persons who are supervised directly by employee on this position. 

          Title                                                                                 Position Number  

 

 

 

 

 

 

 

 

 

 

 

 

23. Which statement best describes the results of error in action or decision of this employee? 

      (   ) Minimal property damage, minor injury, minor disruption of the flow of work. 

      ( X  ) Moderate loss of time, injury, damage or adverse impact on health and welfare of others. 

      (  ) Major program failure, major property loss, or serious injury or incapacitation. 

      (   ) Loss of life, disruption of operations of a major agency. 

      Please give examples. 

 

The inspection of milk production and processing facilities insures that milk is handled in a safe, clean and wholesome manner.  This is 

vitally important for the health and well being of the general consuming population.  Failure to properly monitor the production, 

storage, transportation and processing of dairy products could lead to food borne illness.   

 

 

 

 

 

 

 

 

24. For what purpose, with whom and how frequently are contacts made with the public, other employees or officials? 

 

Daily contact is made with those persons and facilities involved with production, transportation, storage and processing of milk and 

dairy products.  The inspector educates, informs and instructs these persons on what is required to meet requirements and / or 

standards. 

 

The employee must also communicate with the Kansas Department of Agriculture records center and the KDA dairy laboratory several 

times each week to determine that necessary records are being maintained on inspections and collected samples. 

 

 

 

 

 

 

 

 

25. What hazards, risks or discomforts exist on the job or in the work environment? 

 

Daily motor vehicle travel is required.  Inspectors experience normal hazards and risks associated with driving rural highways, country 

roads and city traffic. 

 

Due to the nature of regulatory work, the inspector may experience a certain degree of conflict associated with enforcing these 

regulations. 



 

 

26. List machines or equipment used regularly in the work of this position. Indicate the frequency with which they are used. 

 

Daily motor vehicle operation. 

 

Daily contact with equipment used in milk production and processing. 

 

PART III - To be completed by the department head or personnel office 

27. List in the spaces below the minimum amounts of education and experience which you believe to be necessary for an employee to 

begin employment 

      in this position. 

      Education - General 

Graduation from an accredited university with a BS degree in agriculture, or related science fields. 

 

 

    Education or Training - Special or professional 

Training in dairy and food sanitation, milk production practices, milk pasteurization and other specialized training on topics related to 

milk production, storage, transportation and processing.   

 

 

    Licenses, certificates and registrations 

Be able to complete the requirements to obtain a Kansas milk hauler/sampler license. 

 

 

    Special knowledge, skills and abilities 

General knowledge of the dairy industry with emphasis on sanitation. 

Excellent personnel and communication skills are necessary 

 

 

    Experience - Length in years and kind 

At least three years experience in related fields 

 

 

28. SPECIAL QUALIFICATIONS 

      State any additional qualifications for this position that are necessary either as a physical requirement of an incumbent on the job, 

      a necessary special requirement, a bona fide occupational  qualification (BFOQ) or other requirement that does not contradict the  

      education and experience statement on the class specification.  A special requirement must be listed here in order to obtain  

      selective certification. 

Be able to operate a motor vehicle. 

Be able to read and write fluently and legibly. 

Be able to perform basic math skills. 

Be able to effectively communicate with the regulated industry. 

 

 

 

 

Signature of Employee                         Date 

 

 

 

Signature of Personnel Official                         Date 

Approved: 

 

 

 

Signature of Supervisor                         Date 

 

 

 

Signature of Agency Head or                       Date 

Appointing Authority 
 


